ePass File Transfer Service

What is ePass Montana?

ePass Montana is a service provided on Montana’s official state website, mt.gov, that provides
the following benefits to Montana’s businesses and citizens:

« Allows access to all authorized eGovernment services with one username and password

« Provides customization options for mt.gov so customers can personalize their services
page.

« Shows customers other government services that may be useful to them.

« Grants them access into federal government services for which they are authorized

If you need assistance at any time, click on the How Do I link or the Instructions link
located on each screen. If you would prefer to talk to an individual, please call 406-444-
2000 and someone there will be able to assist you. The Help Desk hours for this web site
are 8:00 a.m. to 5:00 p.m., Monday through Friday.

Instructions How Do | Feedback

You may also choose to click on the Contact Us link at the bottom of the page. This allows
the user to provide feedback on the services and content of the mt.gov web pages.
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Secure File Transfer Service

Open your web browser (Internet Explorer, Firefox, etc.) and go to: http://epass.mt.gov

Note: 70 use the secure file transfer service, you must have an ePass account. Please
refer to the Creating an ePass Account user guide to set up your account.

Once your account has been created, you will need to add the file transfer service to your new
ePass account. The State of Montana's File Transfer Service allows for easy transfer of large
computer files to and from customers of state government services. It is designed to facilitate
file exchange when files are too large for email (over 4 Mb) and allows for secure transfer of
sensitive data.

This service requires no software except for a web browser (Internet Explorer, Firefox, etc.).
All aspects of the transfer are securely encrypted, ensuring that customers meet all security
requirements under state and federal information privacy regulations. Files are scanned for
viruses during transfer. An automated reminder system notifies the recipient of files they have
available for download. Files must be downloaded within fifteen days, after which the transfer
expires and the files are automatically removed from the service.

The secure file transfer service will allow the OPI AIM staff to assist you with data cleanup of
your student records in the AIM system. Due to the State of Montana security policies and
guidelines as well as the Family Educational Rights and Privacy Act (FERPA), the OPI needs to
keep student data confidential. This service can be used by the OPI and school district staff to
send student files back and forth in a secure manner.

Most Popular ©'

Business Tax Express (Bustax)

(| File Transfer Service )

Criminal History Online Public Records Search (CHOPRS)

Professional License Renewals
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http://epass.mt.gov/
http://opi.mt.gov/PDF/ITProjects/AIM/Documents/Technical%20Documentation/Creating%20an%20ePass%20Account.pdf

When you click on File Transfer Service, the following screen will appear. An activation code
will then be emailed to you.

State of Montana _ Grevenenregreee WRE -~
File Transfer Service "

[ INSTRUCTIONS | HOw DO | | FEEDBACK

Logout | ePass Home
File Transfer Service Account Validation

Before using this service you must activate your account, An email containing an activation code has been
automatically sent to your ePass primary email address  emaif address

Please follow the instructions contained in that email to activate your account,

If the code you received does not work please select the button below to request another code,

Resend Email

*MNote that this email may get blocked by your spam filker.

*If the email address listed above is incorrect, click here to change your address in epass and try again.
Enter Code: |

Open your email Inbox. A message similar to the screen below will appear in your email. Click
on the link provided in the email.

State of Montana File Transfer Service nbox  x =
File Transfer Service =no-reply@mt.gov= 2:53 PM (19 hours agao) -~ -
to me |+

State of Montana File Transfer Service
Select the link below to validate your email address with the State of Montana File Transfer
Service.

If the link does not work, please login to the service and enter the following code:
a38508ab-944d-48ef-bfa4-91a9954967 2a

https-fftransfer. mt. gov/accountvalidation. aspx ?id=a38508ab-944d-48ef-bfad-
913995406723

If you did not request this email, please disregard.

Replies to this email are not monitored.

fransfer.mt gov
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The following screen will indicate your account has been activated.

State of Montana

File Transfer Service I“

INSTRUCTIONS ] HOW DO | I FEEDBACK

Logout | ePass Home
Your Account Has Been Activated

Thank you for activating your File Transfer Service account. You may now access this service by selecting the link
below.

File Transfer Service

You will now be placed in the File Transfer Service menu.

State of Montana

File Transfer Service Ir

INSTRUCTIONS | HOWy OO | | FEEDEACHK

Logout | ePass Home
Welcome Valerie Hartman to the State of Montana File Transfer Service

Please select an option from the list below:

[B] 2end a new fils or files

(] wiew a list of received files

Sent Received
File Name Date Sent Status
Delete Selected Files | [}5
Montana
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Denise Juneau, State Superintendent

opi.mt.gov



Receiving Files

You will receive an email message similar to the screen below when you have been sent a
secure file from a state of Montana employee.

Click on the file transfer service link in the email to be taken to the ePass login screen.

State of Montana File Transfer Service nbox %

n |
5]

File Transfer Service <no-reply@mt.gov= 10:41 AM (14 minutes ago) - -
to [«

State of Montana File Transfer Service
The following file has been sent to you through the State of Montana File Transfer Service:

File Name: 10 Pieces Of Wisdom.docx
Sent From: Candi Standall
Message: Flease let me know when you get this. Thanks!

To download this file, login to e State of Montana File Transfer Serv ce)

The Transfer Service uses the ePass Montana sign-on to state online services. First-time
public ePass users should click the "Create an Account” button when taken to the login
page. First-time state employee ePass users should click the "Montana State Employees”
link.

Replies to this email are not monitored.

fransfer mt gov

Note: If you have not set up an ePass account, you will need to do so now. Please
refer to the Creating an ePass Account user guide to set up your account.

You may also go directly to the ePass Montana link at http://epass.mt.gov and login with your
ePass id and password.
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http://opi.mt.gov/PDF/ITProjects/AIM/Documents/Technical%20Documentation/Creating%20an%20ePass%20Account.pdf

Once you are logged in, the following screen will appear. Click on Download File.

State of Montana O

File Transfer Service i

INSTRUCTIONS | HOWDOI I(

Status of Received Transfer :

From: Candi Standall
To: Sidnac Lladnats
Filemame: 10 Pisces Of Wisdom.docx
Status: Ready for Download

Aproximate Size

If you do not know who sen
be automatically sent to the Department of Administration.

Message: Please let me know when you get this. Thanks!

Virus scan successful for 10 Pieces Of Wisdom.docx. The file is now ready for

Virus Scan download.

Logout | ePass Home

User Information

&, or for what purpose, please select the Report Suspicious Transfers  link. & report will

Attached Message
System Messages

3/31/2015 10:41:33 AM

e

At this point, you should click the arrow next to Save and select Save As

Do you want to open or save 10+Pieces+0f+Wisdom.docx from transfer.mt.gov?

_save

Open

Save

C Save as

D

Save and open

Montana
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Select a folder where you would like to save the file and change the file name to a name of
your choice and then click on Save.

"L » Libraries » Documents » Search Documents ol

I Organize New folder v 0
- .
¢ Favorites — Documents library T EO
B Desktop Includes: 2 locations i

I Downloads
2 | Email Custom Office Templates
< Recent Places

)
| Snaglt Catalog | RemotePackages
- Libraries | mail_merge_toolkit | OneNote Notebooks
<+ Documents [8]My Data Sources @ | Family Rules.docx
<& Music @ 10 Pieces Of Wisdom.docx @ AIM January February 2015.docx
& Pictures
_ @ Notesdocx @ AIM March 2015 Announcements.do...
!, Videos
@ 10+Pieces+Of+Wisdom.docx
& Computer
N T s

[T (1.0 Picces+Of+Wisdom.dooq )

Save as type: lMlclosuft Word Document (*.docx)

Cancel

' Hide Folders

Be sure to Logout of ePass when you are finished downloading your file or return to ePass
Home if you prefer to stay logged in or have other government services you wish to access.

State of Montana )
File Transfer Service i~

Logout | ePass Home

Status of Received Transfer :

User Information

From: Candi Standall
To: Sidnac Lladnats
Filename: 10 Pieces Of Wisdom.docx
Status: Ready for Download
Aproximate Size: 37 Kb
Download File

If you do not know whao sent this file, or for what purpose, please select the Report Suspicious Transfers  link. A repart will
be automatically sent to the Department of Administration.

Message: Please let me know when you get this. Thanks!

System Messages

Wirus scan successful for 10 Pieces Of Wisdom.docx. The file is now ready for 3/21/2015 10:41:33 AM

Virus Scan download.

T
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Sending Files

Login to your ePass account by going to http://epass.mt.gov.

Note: If you have not set up an ePass account, you will need to do so now. Please
refer to the Creating an ePass Account user guide to set up your account.

Once logged in, a screen similar to the following will appear. Click on File Transfer
Service (it may appear on the left or on the right, click either one).

MONTANAGOV SERVICES AGENCIES LOGIN SEARCH

OFFICIAL STATE WEBSITE

“hw‘elcome tiass Montana

B Home » Welcome to the ePass Montana Dashboard

Use this page to read about the latest ePass Montana news, manage your ePass Montana services and maintain your account
information

Instructions How Do | Feedback

Account Information

Welcome, Sidnac Liadnats Other Accounts
You Are Logged In With Your ePass Montana Login With Another Account
Account

Spon

Logout From All Accounts
Edit Your Account Information

Manage Your Account Services

Logout From This Account
News and Information Show
Your Services ¢ Edit Most Popular *

File Transfer Service (ePass) * Business Tax Express (Bustax

File Transfer Service

Criminal History Online Public Records Search (CHOPRS)

Professional License Renewals

Add a Service? Edit

BFI elicense Intranet
Business Checklist

Business Checklist Creation Administration

Business Entity Search

Office of Public Instruction
Denise Juneau, State Superintendent

.' Montana Page 8 of 11 March 2015

opi.mt.gov


http://epass.mt.gov/
http://opi.mt.gov/PDF/ITProjects/AIM/Documents/Technical%20Documentation/Creating%20an%20ePass%20Account.pdf

Click on Send a new file or files.

State of Montana By een wee e A eee s ﬁ.. ;’
File Transfer Service B~ = ‘

INSTRUCTIONS | HOWDO| | FEEDBACK

Logout | ePass Home

Welcome Sidnac Lladnats to the State of Montana File Transfer Service

Please select an option from the list below: Please select the Taxpayer Access Point link below to file your W-2s & 1099s:

C_l:] Send a new file or files D Try the *New™ File Upload service for filing your W-2s & 1099s!
[] Visw 2 list of received filas () Taxpayer Access Point | File Upload
Sent Received
To File Name Date Sent Status

Browse to the file you would like to send and then click Add to File List. If you would like to
add more files, browse again and click Add to File List. When you are satisfied with file list,

click on Continue.

State of Montana

File Transfer Service I'

Send a File or Files

Upload

File to be sent:
rBrowse._.
Press the "Add to File List” button to begin uploading your files 3y take =3 long time depending on your file size and

connection speed.

=,
( [ + Add Tao File List |[J - Remowe From File List |
——

-

2015_03_15forward Phone Logs xlsx

Upload Status: Complete: 16.0 KB at 255.4 KB/s took 00:00

| Cancel{“ Continue | }
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Select the recipients of the files you are sending. You may select either a state employee,

ePass Montana customer, or previous recipient. Once the
email address has been entered, select Add to Recipient
List. You may also include a message for the recipient. Click

on Send.

State of Montana
File Transfer Service Iv

State of Montana

File Transfer Service lv

Recipient Options

Please select who you want to send your file(s) to:

State Employee, ePass Montana Customer or Previous Recipients

Tax Forms

W2 Forms to Department of Revenue

1035 Forms to Department of Revenue

Fuel Tax Refunds to Department of Transportation

IFTA Tax Returns to Department of Transportation

Unclaimed Property Reports

Holder Reports to Department of Revenue

Unlocatable Mineral Holder Reports to Department of Revenue

Audit Holder Reports to Department of Revenue

Audit Unlocatable Mineral Holder Reports to Department of Revenus

State Reciprocity Reports to Department of Revenue

Select the Recipient(s)

State Emplovee

Enter the Email Address:
|cstandall@mt.gov |
[ + Add To Recipient List |
[

OR

Enter the Mame (Last, First): \\
Standall, Candi /]
Lockup.__l

Previous Recipients

Select 2 Racipiant of a Previous Transfer:

+ Add To Recipient List

Selectsd Recipient Lis:\

Candi Standall J

- Remowe From Recipient List |

Enter 2 Message for the Recipient(s):

S —

|Cance|||<<aa{:k|| Send |

\f

opi.mt.gov
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When your file has been sent, you will receive a Sent Receipt. Click continue.

State of Montana B

File Transfer Service B

INSTRUCTIONS | HOWDO| | FEEDBACK

Your File(s) have been Sent

Sent Receipt

The following file(s) have been sent on 3/31/2015 1:49:01 PM

= 2015_03_15forward Phone Logs xlsx

The files were zent to:

= Candi Standall{ CStandalli@mt.gov )

Check the file(s) status by referring to your sent box.

€= )

The following screen will appear. If you have finished sending your file(s), logout of ePass or
return to ePass Home if you prefer to stay logged in or have other government services you
wish to access.

State of Montana R S, '

File Transfer Service B

INSTRUCTIONS | HOWDO | | FEEDBACK
Logout | ePass Home

Welcome Sidnac Lladnats to the State of Montana File Transfer Service

Please select an option from the list below: Please select the Taxpayer Access Point link below to file your W-2s & 1099s:

[p] send a new file or files Try the *New* File Upload service for filing your W-25 & 1099s!
(B View 2 list of reczived files [P) Taxpayer Access Point | Fil= Upload
Sent Received

File Name Date Sent

Candi 3/31/2015 12:21:03 .
O srandall 2015 03 1Sforward Phone Logs.xlsx oM Ready for Download
D 02 18 15 Missing Agagregate Hours 3/31/2015 12:19:01 Incomplete - Select
extract.xlsx M Recipients
Delete Selected Files)

For further assistance, contact the AIM Help Desk at

opiaimhelp@mt.gov or 1-888-424-6681.
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